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1. From your SAP Easy Access screen enter 
transaction Code PO13D - Display Position in 
the command field.   
 

2. Click the Ent er  button             or press  

         Ent er  to continue. 

 

3. In the Position box enter the 30 million 

position number that you want to print 

the PD for.  

 
 

4. Under Time Period choose the All radio 

button 

 
5. Click the Ent er  button             or press  

         Ent er  to continue 

 

 

6. Under Infotypes Choose 

 KY Position Des – IT 9102 

 

7. Click the Overview button            . 
  

 

 

 

 

 

 

 



                                               PRINTING A POSITION DESCRIPTION  

 

 

 

8. In this example there are two records. 

Choose the first record and click the 

Choose button to view the  

  

Position Description for that validity 

date. 

 

 

 

 

 

 

 

 

9. Choose the Print  button  

 

 

 

 

 

10. This will actually prompt you to 

save the PD as a PDF file.  (We 

recommend that you create a 

folder on your desktop to 

temporarily store these in.) 
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11. Once saved,  the Position Description will automatically open in the PDF form.   

 

 

12. Within the PDF choose your  Print  button                and select  your preferred print 

location.  

 

13. Once you have printed the PD exit out of the PDF.  

 

14. In KHRIS click the Back button.  
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15. To view and print the Position 

description for the second record 

click on that validity date and click  

the choose button. 

  

 

 

 

 

 

16. Choose the Print  button  

 

 

 

 

 

 

 

17. In this example there were 

multiple holders of this position 

with the same Position 

Description, you will have to 

choose which employee’s PD you 

want to print. Double click on the 

desired Perner.  
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18. Once again, you must save the PD. 

 

 

 

 

 

 

 

19. Once saved,  the Position Description will automatically open in the PDF form.   
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20. Within the PDF choose your  Print  button             and select  your  preferred print 

location. 

 

21. Once you have printed the PD exit out of the PDF to return to KHRIS. 

 

 

 

22. To print the second holders PD 

Double click second Perner and 

repeat steps  17-21 

 

 

 

 

 

 

 

 

 

 

23. You have successfully Printed a Position Description from KHRIS. 


